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LMS-CP-5907
Revision: D-1

Review the 
LF 151 and/or 
requested form 

revision for 
potential impact(s)

Coordinate with 
Forms Manager 
for resolution of 

potential impact(s)

For new forms 
only, assign form 

number and 
create a Langley 

Form File

Note 2
It is not necessary to transmit the form to the 
document managers under the following 
circumstances:
-When the change(s) is format related
-When typographical errors are being corrected
-When wording is changed for clarification
 purposes

START

Initiator

Forms Manager

Note 1
Management approval for revisions is delegated 
on the initial LF 151.

It is the responsibility of the form owner to ensure 
that references to a cancelled form are deleted 
from prescribing documents prior to the form's 
cancellation.

Document Managers

Definitions
Form A form is any document with a fixed 
arrangement of captioned spaces for entering 
and extracting information.  Certain printed items 
without fill-in space, such as contract provisions, 
instruction sheets, notices, tags, labels, and 
posters may be considered as forms when it is 
advantageous to identify and control them as 
forms for purposes of reference, printing, 
stocking, distribution, and use with other forms.

Langley Form (LF) A form approved by 
management, for inclusion in the Langley Form 
System, to implement a management control(s). 

Characteristics of a LF:
-Provides standardization, organization,
 collection, and/or transmission of data on a
 recurring basis
-Requires signatures/approvals
-Documents the implementation/completion of
 a process

Section 1   New, Cancelled, or Revised Form

New or 
cancellation 
of a form?

Submit request to 
the Forms 
Manager

(see Note 1)

Form Owner

Document 
request in the 
Langley Forms 

System (LFS) and 
analyze 

requested action 
for impacts

Form owner?

No

Yes

No

Approval ___________________________________________
Center Director

Objectives:
-to ensure approval for developing, modifying and/or cancelling Langley forms
-to ensure laws and regulations governing the Langley forms management program are followed
-to maintain configuration control of all Langley forms
-to provide a form index (catalog) for forms provided through the Langley Form System (LFS)
-to enable and provide employee access to the current version of all Langley forms in use at LaRC

FORMS MANAGEMENTSection 1   New, Cancelled, or Revised Form
Section 2   New, Cancelled, or Revised Web-Based/other 
Automated System Forms
Section 3   Requesting Electronic Format of Existing Form
Section 4   Ordering Hard Copy Form or LaRC Form Reprint
Section 5   Semi-Annual Review of Forms

Form 
cancellation?

Remove form 
from LFS and file 
written approval 

in the appropriate 
Langley Form File

To next page

Yes

END

Complete LF 151

Yes

No

To next page

General Information

The following records are generated by this procedure and 
should be maintained in accordance with LMS-CP-2707:
Langley Form File (including LF 151, drafts and final form)
Form Review List

Forward LF 151 
and/or requested 
form revision to 

the LMS 
Document and 

LaRC Directives 
Managers

(see Note 2)

Determine the form 
owner through the 

Langley Forms 
System (LFS) and 

request form 
revision

Original signed on file
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Create/revise the 
form and submit 
to form owner for 

review and 
approval to 

release

Review the form 
for approval to 

release

Inform the Forms 
Manager to 

proceed via fax, e-
mail, or written 

media
(see Note 3)

Forward 
additional 

comments to the 
Forms Manager

No

Notify affected 
employees

(see Note 4)

Post the form to 
the Langley 

Forms System 
(LFS) and file 

written approval 
in the appropriate 
Langley Form File

END

Note 4
The form owner is notified upon posting or 
cancellation of the form.

Employees are notified of form approvals 
and cancellations via Langley's electronic 
communication system @LaRC.

The notification must include the nature of 
changes to revised forms.

It is the responsibility of the Forms Manager 
to inform the stockroom when previous 
editions of hard copy obsolete forms must 
be destroyed.

Approve release 
of form?

Note 3
It is the responsibility of the form owner to 
ensure that any prescribing documents are 
referenced on the form prior to the form's 
release.

Yes

From previous 
pageForms Manager

Form Owner

From previous 
page

Section 2   New, Cancelled, or Revised Web-Based/other Automated System Forms

Initiator

START

New or 
cancellation 
of a form?

No

Form Owner

Complete LF 151

Submit request to 
the Forms 
Manager

(see Note 5)

Form owner?
Yes

Yes

No

For new forms 
only, assign form 

number and 
create a Langley 

Form File

Document 
request in the 

LFS and analyze 
requested action 

for impacts

Forms Manager

To next pageTo next page

Note 5
Management approval for revisions is 
delegated on the initial LF 151.

It is the responsibility of the form owner to 
ensure that references to a cancelled form 
are deleted from prescribing documents 
prior to the form's cancellation.

General Note
Informed Filler is the Agency standard 
software for creation and maintenance of 
forms.  Its use is strongly encouraged. 
Application/use of this software for LF's 
supporting web-based or other automated 
systems is based on software capability 
and user requirements.

LMS-CP-5907
Revision: D-1
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START

Complete LF 151 
and submit to the 
Forms Manager

Convert the form 
and post to the 

LFS

Notify the initiator 
that the form is 

available in 
electronic format

END

Forms Manager

Initiator

Document request 
in the LFS, confirm 

suitability

Section 3   Requesting Electronic Format of Existing Form

Determine the form 
owner through the 

Langley Forms 
System (LFS) and 

request form 
revision

END

Forward LF 151 
and/or requested 
form revision to 

the LMS 
Document and 

LaRC Directives 
Managers

(see Note 6)

Review the 
LF 151 and/or 
requested form 

revision for 
potential impact(s)

Document Managers

Coordinate with 
Forms Manager 
for resolution of 

potential impact(s)

From previous 
page

Forms Manager

Create/revise/
cancel form within 

application
(see Note 7)

Form Owner

Note 7
If hardcopy format is also required to be 
available, the form owner must coordinate 
with the forms manager to ensure 
consistency. 

All LF's in web-based format must meet the 
requirements set forth in LMS-CP-5909, 
Development, Review and Maintenance of 
Web Sites in the LaRC Domain.

Notify Forms 
Manager of 

release/
cancellation 

effective date, 
revision number, 

and/or URL

Update LFS

From previous 
page

Initiator

END

Notify affected 
employees

(see Note 8)

Note 8
The form owner is notified upon posting or 
cancellation of the form.

Employees are notified of form approvals 
and cancellations via Langley's electronic 
communication system @LaRC.

The notification must include the nature of 
changes to revised forms.

It is the responsibility of the Forms Manager 
to inform the stockroom when previous 
editions of hard copy obsolete forms must 
be destroyed.

Note 6
It is not necessary to transmit the form to 
the document managers under the following 
circumstances:
-When the change(s) is format related
-When typographical errors are being
 corrected
-When wording is changed for clarification
 purposes

LMS-CP-5907
Revision: D-1
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START

Initiator

Forms Manager

Document 
request in the 
Langley Forms 
System (LFS), 
confirm scope, 
funding, and 

suitability

END

Inform Forms 
Manager of 

quantity required, 
job order number 

and delivery 
address

Complete LF 77 
and submit to the 
Forms Manager

LaRC form?

No

Yes

Document request 
in the LFS, confirm 

scope, funding, 
and suitability

END

Section 4   Ordering Hard Copy Form or LaRC Form Reprint

 Locate source, 
place order and 

notify initiator that 
the hard copy has 

been ordered

Submit to 
reproduction for 

processing

LMS-CP-5907
Revision: D-1
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START

Section 5   Semi-Annual Review of Forms
LMS-CP-5907
Revision: D-1

Identify forms with 
revision/review 
date older than 

4 years
(see Note 9)

Forms Manager

Initiate call for 
review by 

submitting Form 
Review List to each 
organizational unit 

LMS point of 
contact (POC)

Notify form 
owner(s) to review 

form(s) for 
relevance, 

accuracy, and 
efficiency

LMS POC

Review form(s) as 
prescribed

Form Owner

Provide LMS POC 
with the results of 

the review
(see Note 10)

END

Collect review 
results, complete 
Form Review List, 

and forward to 
Forms Manager
(see Note 11)

Update forms index 
and file Form 
Review List

Note 10
If changes are necessary, go to start of 
Section 1 of this procedure.

Note 9
Identification results will identify:
-form number
-form title
-form owner
-form owner's organization
-date of last revision/review

Note 11
Completion of the Form Review List will serve 
as the re-approval documentation.


